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 Welcome To Your 
New Home!  

 

Important: This booklet contains information regarding your tenancy.  Please read it 
carefully and store it in a safe place for easy reference. 
 

Office Hours:  Monday – Friday 9:00am till 5:00pm 
Phone:  03 573 6699 

 
 
We would like to thank you in advance for taking the time to read through this information 
and look forward to an enjoyable working relationship. 
 
And remember, if you have any queries at all we are only a phone call away on 03 573 
6699.  
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A Big Welcome To Your New Home! 
 
Welcome, and thank you for allowing us to assist you in finding a suitable rental property.  
We have made a note of your tenancy commencement date and have enclosed a copy of 
your Residential Tenancy Agreement for your records. 
 
At the rear of your Residential Tenancy Agreement you will find the Property Condition 
Report that we filled out before you moved into the property.  We recommend that you 
keep this document in a safe place for future reference.  At the end of your tenancy this 
report will be our point of reference for carrying out the final Bond Inspection and making 
our assessment to your Bond.   
 

What to do in an Emergency 
 
In the event that URGENT or LIFE THREATENING (i.e.: wire burning, hot water cylinder 
bursting) repairs are needed on the property please refer to the notes below: 
 
Electrical:    Switch off power at mains. 
Water Leaks:   Turn off water at mains. 
 
After Hours:   03 573 6699 
    
Please leave a message and we will return your call. 
 
For non-urgent repairs please leave a message at our office on 03 573 6699 
 
 

A Maintenance Request Sheet is included in this Ten ant Pack. 
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Guidelines and Information for Tenants 
 
Paying Rent: 
It is your legal responsibility to pay your rent, to the Landlord in advance.  Please ensure 
that your payments reach us on or before the due date.  Harcourts Property Management 
Division will not physically collect your rent.  Rent must be paid by automatic payment or 
with a deposit slip into our bank account directly. 
 
If you have any problems with your rent payments please notify your Property Manager at 
the earliest possible time.  If you fall into arrears an application will  be made to the 
Tenancy Tribunal for termination of your tenancy and the debt will be lodged with Baycorp 
or any other tenancy database. 
 
Maintenance Inspections: 
Inspections will be made 3 monthly during your tenancy.  Your first inspection may be 
earlier to coincide with the inspection roster.  Inspections will always be made by 
appointment.  Unfortunately due to time constraints it is not possible to alter the inspection 
time.  You don’t have to be present, but you are most welcome to be there so we can 
discuss any problems or aspects of your tenancy that requires attention.   
 
Occupancy: 
Only the people (and the number of people) included on the Tenancy Agreement are 
permitted to reside at the property on a permanent basis.  Should a tenant wish to move 
out please notify us immediately. 
 
Giving Notice/Vacating the Premises:  
When you decide to leave the property you are required to give three weeks notice in 
writing.  You will find a “Notice to Vacate” in this information pack.  Please fill this in and 
send it to us or you can drop it into our office at 36 High Street, Picton.  Notice if effective 
from the date it is received by the office.  You will be liable for rent up to and including the 
21st day of your notice period. 
For tenants on fixed term tenancies the above does not apply as your agreement 
cannot be terminated by notice. 
 
Leaving the Property: 
The house must be left clean and tidy (including garden), meter readings are taken and 
keys are ready to be handed over at the pre-arranged final inspection time. 
Commercial cleaning costs could be deducted from your bond if the property is not left 
clean.  (Remember the stove!!) 
Remember, your tenancy can not be finalised until all the keys are returned to the 
Property Manager.  If all keys are not returned, locks will be changed and costs deducted 
from your bond. 
 
Change of Employment or Phone:  
Please ensure that you notify us immediately of any changes to your employment and 
business or home phone number.  This is to ensure that we can contact you should the 
need arise. 
 
Insurance: 
The Landlord is responsible for insuring the property.  The Landlord is not responsible for 
any damage to tenant’s possessions.  Tenants should take out their own contents 
insurance for their possessions.  
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Water Rates:   
If you are on a metered water supply the council issues water accounts every six months.  
You as the tenant will then be charged for the water consumed according to the water 
meter reading taken at the commencement of your tenancy. 
 
Utilities Bills: 
It is your  responsibility to have the utilities (gas, power, phone) connected or transferred 
into your name.  You must have the account finalised when you vacate the property. 
 
Painting/Decorating/Renovating: 
Should you wish to make any changes to the property including decoration you must 
obtain written permission from the Landlord before any work commences.  If consent is 
given, colours and products used will need to be agreed on. 
 
Animals: 
These may be kept only with the written permission of the Landlord, and in accordance 
with local by-law’s. 
 
Car Parking: 
Tenants are to park only in the designated areas.  Please ensure cars are not parked on 
grass verges or lawns.  Cars that are not warranted, registered or running are not  to be 
parked on the premises. 
 
Gardens: 
It is a requirement of your Tenancy Agreement that you, as the tenant, are responsible for 
keeping garden weeds to a minimum and lawns mowed regularly, unless otherwise 
provided for in the Tenancy Agreement. 
 
Repairs & Maintenance Problems: 
Should you have a problem with your home, please phone our office and speak to the 
Property Manager.  If unavailable please leave a detailed message and contact number 
so that they can gain access.  If you are not going to be home we can give a tradesman a 
key or alternatively you can leave one somewhere for him/her.  If you notice anything 
dangerous on or about the property you must inform the Property Manager immediately.  
If access arrangements are not adhered to and the tradesman cannot gain entry, the call 
out charge will be passed onto you, as the tenant, to be paid. 
Any maintenance arranged by a tenant is at the tenants cost unless it is proven to be an 
emergency. 
 
Damage to the Premises: 
The tenant will ensure that all care is taken to avoid damage to the premises.  You are 
required to give notice to the Landlord of any damage to the premises as soon as you 
become aware of it.  
Please ensure that only picture hooks or appropriate supports are used on walls. 

Avoid nails, stick on tapes, blue-tack and other fi xings. 
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Tips to Control of Mould & Mildew in your 
Property 

 
- Ensure that there is some ventilation in all rooms at all times.  Keep internal 

doors open 

- Vent clothes dryers directly outside 

- Fit in an extraction fan in the shower 

- Cupboard heaters can help in wardrobes if mildew is likely to occur 

- Do not put damp clothes and shoes in a wardrobe 

- Insulation ceilings of an existing home and ensure new homes are insulated 

as required by the building codes. 

- Clean wallpaper with a damp cloth and household bleach (1 part bleach and 

4 parts water).  Test a small hidden patch first to make sure the bleach does 

not affect the colour.  If it does, try a fungicide from a paint shop. 

- Never paint over mildew. Gloss painted surfaces can be wiped down with 

fungicide. 

- Do not use abrasive cleaners 

 

The removal and containment of mould and mildew is the tenant’s responsibility!! 

 

 

 

 

 

 
 

How to 
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Effectively Report Maintenance & Repairs: 
 
In an effort to manage your home with minimal intrusion on your privacy and comfort we 
have prepared this information to ensure that when you have any maintenance or repair 
issues it can be dealt with efficiently and effectively. 
 
To assist us in meeting our goals please ensure you follow the following steps. 
 

- Be sure to clearly advise the office of your name and rental property 
address. 

 
- Advise the Property Manager/Agency immediately.  Remember, under the 

Residential Tenancies Act 1986 the tenant is required to report any 
maintenance and/or repairs promptly.  The tenant has a responsibility to 
mitigate loss, failure to report may render the tenant responsible for the 
payment of correcting the problem. 

 
- Write down the name, brand/type & serial number of the appliance (if 

applicable).  This is particularly important when reporting problems with Hot 
Water Systems, Ovens, Hotplates, Toilets, etc. 

 
- Clearly state what the problem is and where the problem is located.  For 

example, if it is a fault with an electrical switch advise what room it is in, 
what it operates (light switch), what happens when you turn it on and if there 
a noise (spark in switch and makes a crackling sound).  The more specific 
you can be the sooner we can assess the matter and send an appropriately 
qualified tradesperson to attend to the item. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



- 7 - 

 
Tenant Request 
Maintenance/Repairs Form  
 
 
Harcourts Picton Property Centre Ltd 
36 High Street 
Picton 
 
Tenant Name:_________________________________________________________ 

Property Address:_____________________________________________________ 

Contact Phone: 

Mobile:____________________________  Work:_____________________________ 

Home:_____________________________ 

Nature of Problem: 

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

____________________ 

 

If this is an emergency, please dial 111 and then p hone your Property Manager 

immediately. 

 

Tenant 

Signature:__________________________________________________________ 

Date:___________________________________________________________________

__ 
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What To Do When You Are Renting 
A Tenants Guide 
 

This guide is for people who pay rent – the Tenants  
So if you’re a Tenant, keep this guide somewhere sa fe 

 
What do I, as a Tenant, have to do? 
 
You must pay the rent: 
Even if you’re unhappy about the property you still have to pay the rent.  It is important 
that you always pay your rent on time. 
 
You must keep the property reasonably clean: 
Your property doesn’t need to look perfect but it does need to be ‘reasonable’.  This 
means you have to clean it regularly, throw out your rubbish and get rid of food scraps/ 
 
You must tell the landlord if something needs to be  fixed: 
The law says that you must tell the landlord straight away if something breaks down or 
goes wrong.  The landlord is responsible for keeping the property in a reasonable state of 
repair.  If something needs fixing, it’s a good idea to write to the landlord about it as well, 
and keep a copy of your letter.  The landlord is not responsible for repairing damage you 
cause by being careless or irresponsible. 
 
Talk to your Landlord if you want to have a cat or dog: 
If you want to have a pet, you should talk about it with your landlord and make sure it 
doesn’t say you can’t have a pet in your Tenancy Agreement. 
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What does the Landlord have to do? 
 
The Landlord must look after the property: 
The Landlord needs to make sure the property is a reasonable home for you.  That 
means the plumbing, electrical wiring and anything to do with the structure of the house 
must work properly and be safe. 
 
The Landlord cannot interfere with the power, water  or gas: 
The Landlord isn’t allowed to do anything that stops your electricity, water or gas (if you 
have it) unless they need to do this to fix maintain the property. 
 
The Landlord must stick to the rules about rent and  bond: 
The Landlord can’t ask you to pay more than 2 weeks rent in advance.  They also can’t 
charge you more than 4 weeks rent as bond. 
 
The Landlord can inspect the property: 
The Landlord can inspect the property, but no more than once every 4 weeks and only 
between the hours of 8am and 7pm.  They must tell you 48 hours before they do an 
inspection. 
 
The Landlord can come inside to fix something: 
The Landlord can come inside to fix something between the hours of 8am and 7pm, but 
they must  tell you at least 24 hours before they do this. 
 
The Landlord can come inside if it’s an emergency: 
The Landlord can come inside if it’s an emergency, and they don’t need to tell you about it 
before they come. 
 
The Landlord can’t come inside for any other reason  unless you say they can: 
The Landlord owns, or manages, the property but while you rent it, it’s your  home.  This 
means the Landlord has to respect your peace and privacy (this is called quiet 
enjoyment). 
 
The Landlord can’t physically throw you out or take  any of your belongings: 
If the Landlord wants to get rid of you or any of your belongings they must ask the 
Tenancy Tribunal for an ‘order’ that lets them do this. 
Even then, the Landlord can’t physically throw you out, although they may ask a bailiff to 
come and evict you. 
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What Should I Pay To The Landlord Before I Move In?  
 
You must pay the Landlord Rent in Advance.  The Landlord may also ask you to pay a 
Bond. 
 
Rent in Advance:  
 
Rent is usually paid in advance.  The landlord can’t ask you for more than 2 weeks rent in 
advance.  They will write how often you have to pay rent in the Tenancy Agreement. 
If you are paying rent in advance, you are paying for the next 1 or 2 weeks.  So if you 
have paid 2 weeks rent you don’t have to pay again until that money is used up – that 
means 2 weeks (14 days) later. 
 
Bond: 
 
Most landlords require a bond.  They can claim from the bond for any money you owe 
them, for example unpaid rent or Property Management.  The Landlord can’t ask you for 
more than 4 weeks rent money as bond. 
If you look after the property and you don’t owe any rent when you move out, you will get 
your bond back.  If you don’t pay all your rent, or if you damage the property, you might 
not get all your bond money back when you move out. 
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When It’s Time To Move Out: 
 
How much notice do I have to give the Landlord befo re I move out? 
 
If you have a ‘periodic tenancy’ write a letter at least 21 days (3 weeks) before you intend 
to vacate the property.  If you’re posting a letter, allow at least 4 more working days to 
make sure that the Landlord gets the full 21 days notice.  
Remember – You can’t give notice if you have a ‘fixed term tenancy’.  The Landlord can’t 
give you notice either. 
 
How much notice does the Landlord have to give me? 
 
 The Landlord should give you 90 days notice in writing.  This can be shorted to 42 days if 
the property has been sold, or if the Landlord wants it for themselves or someone in their 
family.   
If the Landlord gives you notice to move out, and you want to leave earlier, you still need 
to give 21 days notice unless the Landlord agrees in writing that you can end the tenancy 
earlier. 
 
What happens if the property is up for sale? 
 
If the property is being sold, the Landlord just tell you as soon as they put it up for sale.  
When it is sold, the new landlord can give you 42 days notice to leave (unless you have a 
fixed term tenancy).  You must let your Landlord show buyers through the property at 
times and in a way that suits you both.  Talk to your Landlord to agree what works for both 
of you. 
 
Do I have to do anything when I move out? 
 
Make sure you take away everything you own and leave the place clean and tidy.  
Remove all your rubbish and give all the keys back to the landlord. 
Go through the property with the landlord, using the property inspection report you signed 
when you moved in.  If you have looked after the property and you don’t owe any rent, 
this will help you to get your bond back. 
Make sure the landlord and all the tenants listed on the bond record sign the ‘Bond 
Refund’ form.  If you can’t find everyone, call the Bond Lodgement Centre to talk about 
your options. 
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Notice to Vacate 
 
Date:_____________________ 

I/We:___________________________________________________________________ 

Tenant/s of:______________________________________________________________ 

1. In accordance with the Residential Tenancies Act (1986) I/We hereby give at least 

21 days notice to vacate the above premises. 

2. I understand that I am liable for 21 days rent from the date at which you receive 

this notice even if I have physically vacated the property prior to that date. 

3. I/We intend on moving out of the property on  :___________________________ 

4. I/We understand that should the property be relet prior to the required 21 days that 

I/We will only be required to pay rent to the commencement date of the new 

tenancy. 

I/We give consent to the landlord, or his/her agent to have the property shown to 

prospective tenants prior to my/our vacating the property. 

Signed by the Tenant:_____________________________________________________ 

Forwarding address : 

_______________________________________________________________________ 

Contact Phone:  

Numbers:____________________________________________________ 

 
 
Received by 

Landlord/Agent:__________________________________________________ 

Date:_____________________ 


